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ECTION A — (10 x 2 = 20 marks) 
Answer ALL questions. 

Define the term — Data and information. 

Write a note on Hardware and Software. 

What is a file and a folder? 


How a Header and Footer is added in MS Word 
Document? 


Mention the purpose of filter in MS Excel. 


Write the steps to insert a new worksheet in MS 
Excel. 


List the different types of views in MS 
PowerPoint. 


Mention the term — Template. 
Differentiate Internet and Intranet. 


What is Domain Name? ` 
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SECTION B — (5 x 5 = 25 marks) 
Answer ALL questions. 


Define Computer? Explain its components 
with a neat diagram. 


Or 


Write a detailed note on various types of 
Operating System. 


Explain the steps to Cut, Copy, Paste. Drag 
and drop the text in MS Word. 


Or 
Write the steps to insert objects in MS Word. 


How will you insert rows and columns in MS 
Excel? Discuss with example. 


Or 


Explain the steps to create a Chart in MS 
Excel. 


Summarize on different types of animations 
available in MS PowerPoint. 


Or 


In which way, an audio and video is 
implemented in MS PowerPoint? Explain. 
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(b) 


How to send a groupmail? Discuss. 


Or 


Write a detailed note on Digital Signature 
and Digital Currency. 


SECTION C — (8 x 10 = 30 marks) 


Answer any THREE questions. 


Summarize on various Input devices used in 
Computer. 


Describe the Mail Merge process with example. 


List and explain the various functions available in 
MS-Excel. 


Illustrate the steps to insert new, copy, paste, 
delete and duplicate slides in MS PowerPoint. 


Explain the basic components of E-Mail. 
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